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PERSONAL DETAILS
Naam



Sandra Mary Kuipers





Address



Twekkelerweg 111a, 7553 LV Hengelo (O)
Telephone number

06-40952446

Email address


kuipers64@tiscali.nl

Place & date of birth 

Arnhem, 16-03-1963

Marital state


Divorced
Driver’s licence


B/E

EMPLOYMENT EXPERIENCE
Sep 2011 - 
KuiPerspective Websites and Texts, Hengelo 

Today
Designing and building websites, graphic design, management and control of domain names and hosting providers, site management and maintenance; writing various texts and articles, checking, correcting, editing and adapting texts

Aug 2011 - 
Tempo-Team Uitzendbureau – at: Belastingdienst, Hengelo

Nov 2011
Position: Informant B BelastingTelefoon

Description: answering questions by telephone relating to income tax, based on the gained knowledge and the homemade system knowledge, through the supporting dialogue program. 

Jun 2011 - 
Timing Uitzendbureau – at: Sitel BV, Almelo

Aug 2011
Position: ABN Amro advisor

Description: handling general questions, like office details, movements, transactions and interests, internet banking and the website, service as for debit and credit cards, statements, periodic transfers and savings, ordering of values, providing information on payments, savings and loans, complaints registering and dealing with complaints that can be solved in the interview.  

Apr 2011 –
Adecco Enschede – at: I&O Research, Enschede 

May 2011
Position: interviewer/callcenter agent

Description: calling households in response to a large telephone customer satisfaction research in the areas of procurement, following the letter the households received, asking what their purchases are and exploring what the perfect shopping area is, achieving successes by natural customer commitment and results orientation. 
Mrc 2009 - 
KuiPerspective Websites and Texts, Hengelo 


Designing and building websites, graphic design, management and control of domain names and hosting providers, site management and maintenance; writing various texts and articles, checking, correcting, editing and adapting texts

Feb 2009 -
Content Uitzendbureau – at: Medical Measurement Systems BV, Enschede

Mrc 2009
Position: financial administrator
Description: controlling the Total Financial administration, pro-active monitoring accounts receivable, monthly control of selling transactions, like creditnotes, reliability of delivery times, average discounts; universal AFAS-Profit maintenance, initializing and taking part in projects, supporting the bookkeeping where necessary, administrative supportive Sales tasks, as for courses and hiring/lending subscriptions, signalizing, initializing and refining financial procedures, performing payments in the working environment and searching for IT-related solutions. 
Feb 2008 -
Plumex BV, Almelo

Aug 2008
Position: export and logistics manager
Description: planning and managing of the total route of all export orders; organizing transport from producer to packing station to airport, or in case of road transport, directly to customer; freight bookings at air lines and freight companies; keeping connections on all levels.; keeping account, working out in Exact. 
Sep 2007 – 
Creyf’s Interim, Almelo – at: Sensata Technologies BV, Almelo

Jan 2008
Position: purchasing assistant

Description: controlling Oracle (ERP) as for the buying module, importing and managing all purchase orders and updating supplier details, reporting frequently out of Oracle database, supporting the organisation as for Oracle with relation to purchasing issues; buying activities: controlling lease car contracts with lease companies and users, purchasing several office supplies and managing PC orders; administrative activities: drawings control, correspondence and filing. 
Nov 2005 – 
OBAO Business to Business Support, Zutphen 

Sep 2006
Position: digital accounting implementer 

Description: implementing the accounting in Queen, performing different entries. 
Sep 2000 – 
Felix Schoeller Papier CV, Hengelo

Aug 2003
Position: logistics manager 
Description: planning and managing international transport of commodities; stock management; arranging releases and import documents; requesting and assessing transporter’s offers; invoicing and post-calculation; leading the department and division of labour.  

Dec 1989 – 
Tebodin, Advies- en Constructiebureau BV, Den Haag

Dec 1990
Positions: Project administrator and Assistant Estimator and Procurement 

Description: vendor document control, distributing documents and drawings, order proceeding control, taking care of the project administration; requesting and assessing various offers, assisting the senior estimator with calculations of materials for projects to be budgeted. 
Mrc 1988 – 
Van Heek Medical BV, Losser

Dec 1989
Position: buyer 
Description: purchasing various materials, stock management, controlling purchase orders; arranging import documents and handling transport; keeping connections with national and international suppliers, clearance agencies and freight companies; handling claims in case of crossing delivery times, dealing with disapproved goods received; following market developments as for bids, application possibilities, prices and qualities, requesting and assessing offers and suppliers; making out tender specifications for the sales department,  creating different kinds of labels for packing; leading the assistant and dividing labour within the department; business office secretariat.  

Jan 1988 -
Holec Systemen & Componenten BV, Hengelo (via uitzendbureau)

Mrc 1988
Position: administrator and department secretary
Description: see below. 
Sep 1987 - 
Veldhuis Dakbedekkingen BV, Enschede

Jan 1988
Position: book-keeper and administrator
Description: all book-keeping activities, salary administration, handling fiscal declarations; periodic reporting; secretarial work. 
Aug 1982 – 
Holec Systemen & Componenten BV, Hengelo

Aug 1987
Position: administrator and department secretary
Description: department secretariat: correspondence (Dutch/English/German/French), taking the minutes weekly, hours administration, purchase and selling invoicing, controlling various files, post-calculation, weekly and monthly reporting, leading an assistant and dividing labour within the department.

Aug 1981 – 
Employed as administrator through various job agencies.   

Aug 1982
 
EDUCATION/DIPLOMA’S

2011 
Training First-line income tax 

2011
Training ABN Amro advisor

2006
Course Queen

2002
Course SAP

1987
Modern Business Administration (MBA), course word processing DW3 and DW4
1986
Practice Diploma Book-keeping (PDB), course Export Documents, PC courses DOS and Symphony

1985 
Course French conversation 
1981 
Diploma Secundary Education: HAVO – Dutch, English, German, French, Economics, Trade Sciences 
1980
Diploma Stenography Dutch
1979
Diploma Typing 
ADDITIONAL INFORMATION
Language knowledge: Dutch, English and German fine in speach and in writing, French only good in writing 
Computer knowledge: MS Office Word, Excel and Outlook, Windows XP, AFAS/Profit, Exact, Oracle, Queen, SAP, Midas, Symphony, Paradox, Dbase, DW4, Basic, French conversation and Export Documents
REFERENCES
By permission to be gathered from:  

Hr. R. Schepemaker (Sitel BV) - tel. 0546-543471
Mr. P. Dorgelo (JerryGlitter.com webwinkel) - tel. +31(0)6–12554588

Mr. D. Bouwman (OBAO) – tel. 0031 610 891 639, tel. China 0086-13773291953
Mr. J.C. van der Marel (Van Heek Medical BV) – tel. +31(0)74-2664439

Mr. J.A. Van Santen (Tebodin BV) – tel. +31(0)1825-38597

HOBBIES

Children, animals, making music, playing the billiards, puzzle/problem solving, games, gardening, MSN 
PERSONAL PROFILE
Cruxial words: 

Friendly, responsible, orderly, practical, very reliable and sincere.  
Positive focussing, optimist, recipient, happy, good listener, tactful and respectful. 
Who/what/how I am: 
Broad working experience. Like to get things settled. Single mother, wanting to 

dedicate myself to a fulltime job, which is now nicely combinable with my three growing up kids. A real centipede, who likes to be busy in dynamic, pretty hectic surroundings. 
. Quick - quick typer, quick learner, quick do-er 

. Accurate

. Performancer
. Good at organising and prioritising
. Spirited, purposeful, making things happen
. Strong memory

. To the point and direct

. Nice to get on with

. Spontaneous

Possible softer spots:
. Perfectionism
. Tendance to be too sweet
. Honesty – can’t lie
. Character and charm more important than appearance: no Barbie type, no dumb blond 
Pleasured with: 
. Analysing, calculating, planning - puzzling, sudoku’s…

. Language - puzzle solving like cryptograms, word games, pun, quizzes…  

. Humour please
My ideal job: 
Searching for a challenging fulltime or parttime job, preferably with a broad package of activities. Pleased with numbers, (international) contacts, organizing and hectic. Working purposeful, like trying to make the impossible happen. Placed best in logistics or purchasing, perfectly combinable with administration. Affinity with internet, technique and book-keeping. A lot of PC software and hardware knowledge. 
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